
User’s Guide 



 You can create requisitions with multiple 
suppliers. 

 There is automatic Purchase Order dispatch 
to multiple suppliers. 

 It allows you to search across multiple 
suppliers and catalogs. 

 It allows you to save commonly purchased 
items in a saved cart. 

 There is an item comparison feature, allowing 
you to compare all items in TNSmartShop. 



 The purpose of this training is to teach a user 
how to administrate TNSmartShop. 

 

 Topics Covered: 
◦ User Interface Overview 

◦ Shopping basics 

◦ Quick Orders and Packages 

◦ Using Saved Carts 

◦ Checking Out 



 This training is focused on teaching users 
who will be using TNSmartShop for day to 
day purchasing. 

 

 This training assumes that the user has a 
basic knowledge of current purchasing 
processes and policies. 

 



 For Edison Users (once logged into Edison): 
◦ Follow the navigation provided below: 
 FSCM->eProcurement->Create Requisition 

◦ After entering the information on tab 1. Define Requisition 
continue to tab 2. Add Items and Services.   

◦ Click on the web tab and then click on the TNSmartShop link.  



 For Local Entity Users: 
◦ Click on the provided link:  

http://tn.vinimaya.com/vmkt61/vsulogin.do?companyid=STTN 

◦ Login in using the User ID and Password you received when 
you registered. 

 

http://tn.vinimaya.com/vmkt61/vsulogin.do


 

 

 
 

 TNSmartShop is similar to online shopping. 

 The main screen is used for searching, and items can be 
searched for by keyword, supplier part number, manufacturer 
part number, or Edison Item ID. 

 Along the top of the screen are additional features including: 
product search, order type, promotions, and your cart. 



 System administrators can 
present information relevant to 
you in the Message board along 
the left side of the screen, or in 
the area below the search bar. 

 

 
 



◦ This dropdown shows your recent searches as well 
as your favorite saved searches. 

 

◦ You can click on any of the searches to run them. 



◦If you hover over any of the recent searches, you will 
see which suppliers have been used in the same 
search. 



This dropdown gives you access to Quick 
Orders, Packages, and your Saved Carts. 

These functions give you additional ordering 
options when you know exactly what you 
want, or order the same thing multiple times. 

 

 
 



◦This dropdown is set by system administrators 
and will contain any specials offers/sales that 
your suppliers may be offering. 



The Shopping Cart Icon is where 
your items are stored as you shop. 

You can also see your last active 
cart, which is the last cart you 
checked out. 

You can see any shopping carts 
that you have saved.  Saved carts 
can be used to quickly reorder items 
that are frequently bought. 

 
 



◦Your settings page allows you to set the search types you would 
like to see, as well as set other menu items. 

◦Most of the time there is no need to change your settings, but 
if you perform a specific type of search all the time, it may be 
helpful to remove unneeded options. 



The Search Tabs offer 3 search options: 

◦ Simple Search will intelligently search based on past search 
results 

◦ My Suppliers is a customizable list of suppliers relevant to 
the user. 

◦ All Suppliers lists all the suppliers available to the user. 

 

If having difficulty using Simple Search, My Supplier and All 
Suppliers may be more effective.   

 

 



◦The My Suppliers tab is the place where you can organize 
your suppliers. 

◦The supplier groupings can be dragged and dropped so 
that your most commonly used categories can be listed first. 

◦Clicking edit list will allow you to delete suppliers you do 
not use. 



The supplier must be added to the 
main My Suppliers screen first.  

On the left side of the My Suppliers 
tab, you will see the add a supplier 
list. 

This list will contain any suppliers not 
currently listed in your screen. 

To add a supplier, click in the 
checkbox next to the supplier and 
click “Add to My Suppliers”. 

 

 

 



 To use the All Supplier tab follow the steps below: 

1. Select the search type. 

2. Select either the category(ies) and/or the supplier(s) you would like to search against.  If 
you select a Category, all suppliers mapped to that category will be selected.   

3. Type in your search term and click Search. 

To use the All Supplier tab follow the steps below: 

 Please note that the more suppliers you select the longer it will take to finish the 
search.  

 
 

 
 



◦Start by typing what you are looking for in the 
search box. 

◦As you type, the MarketPlace will show you items 
that it has found in previous searches. 

◦You can click on any of the search terms in the 
drop down box to auto-fill the search box. 

◦Once you have the search term you want, click the 
search button 

 

 



◦Searching in any of the Tabs will return results that 
look like the screen below. 

◦From the results you can perform multiple actions 
to help you filter the results or find more 
information on the items returned. 



On the left sidebar you can filter the 
search results. 

You can add more search terms in 
the Refine Search box. 

You can filter by price or suppliers in 
the Narrow Results box. 

You can also sort prices low to high, 
or high to low. 

The filters are reversible and can be 
changed. 

 

 



In this example, the initial search was for gloves, and was then 
filtered down by the additional search terms medium and 
premium. 

Clicking on gloves would return the list to the original search 
results. 



If you expect to perform the same search often, you can save 
your search and filter options as a Favorite for reuse at a later 
time. 

Once you have your search and filters set, click the Save as 
Favorite button. 



After you click the Save as Favorites button, a box will pop up to 
allow you to name the search. 

After clicking Save, a confirmation dialog will pop up confirming 
that the search has been added to your list of favorites. 



You can compare items either by dragging the item image 
up to one of the blank compare boxes, or by checking the 
box next to an item and then clicking the compare button. 

 



Comparing items will 
show more details 
about each item so 
you can more closely 
examine the 
differences between 
the items. 

You can click Add to 
cart, or return to your 
search results. 

 



To add an item to your shopping cart, you put the quantity you 
would like in the quantity field and then click the Add to Cart 
button next to the item. 

If you would like to add multiple items, enter your desired 
quantities for each item and then click the brown Add to Cart 
button at the top of the search results. 



 When you add an item to the cart, pricing 
and item information is verified in the 
system.  You will see the message below 
when you add an item to your cart. 



Once you click Add to Cart, the screen will refresh and provide you with a 
confirmation that the Items have been added to your Shopping Cart. 
The message also provides a link to your shopping cart if you are done 
shopping.   
Click on the link, or by click on the Shopping Cart icon to go to your 
shopping cart. 

 



You can update quantities or remove items if needed. 

You can run another search to keep shopping. 

You may also save the cart for future use. 



If you are a user who came into TNSmartShop from your 
ERP/eProcurement system, you will be returned to the Edison 
Requisition screen to complete the Requisition process. Process the 
requisition as in the past.  Add Chartfield and Shipto Information, 
Budget Check and Submit.  The PO(s) will be automatically dispatched 
after approvals are completed. 
If you logged directly into TNSmartShop with a username and 
password, when you click checkout an Excel file will be created with 
your shopping cart items so you can follow your normal ordering 
process.  You will be logged out and returned to the log in screen. 
 

 
Excel file example: 

 



 To log out without a Cart Check out, click the Logout 
link. 

 For Edison users, clicking Logout will return you to 
the Requisition. 

 For Other users, clicking Logout will return you to 
the log-in Screen. 



Clicking on the Save Cart button will bring up the Save Cart screen. 

Enter a cart name and description. 

You will have the choice of adding the items to an existing cart or 
to create a new cart.  If you are adding to an existing cart, you will 
need to know the cart’s name. 

 



Once you click to save the cart, you will see a message 
showing that your cart saved successfully. 

At this point you are free to checkout or perform more 
searches. 



The My Supplier Search requires you to select the 
suppliers you would like to search against, as well as 
the type of search you would like to perform. 

In the example below, 3 suppliers have been selected 
and a keyword search will be performed. 



If your supplier has the yellow note pad icon next to 
it, it contains additional information. 

Clicking on the icon will reveal information such as 
contact information and a link to a contract that has 
been stored for this supplier. 



The All Supplier Search requires you to select the 
suppliers you would like to search against, as well as 
the type of search you would like to perform. 

In the example below, 2 suppliers have been selected 
and a keyword search will be performed. 



◦Quick Orders are used when you want to order a 
number of items from the same supplier and you know 
the exact part numbers. 

◦To access Quick Orders, Go to the Order Type menu 
and select Quick Order. 

◦Keywords cannot be used on Quick Orders. 



◦Quick Orders can be used one time, or you can 
create a personal list for repeat orders. 



◦Personal Lists can either be 
created on the quick order screen, 
or after a Quick Order has been 
run. 

◦To create one on the Quick order 
screen: 

Give the Personal List a name 

Select the supplier and search type 

Enter the items and quantities you 
would like in the list 

Click the Add to Personal List Button 

◦You will now see your Personal 
List in the drop down box.  This 
List will auto-populate the Quick 
Order form. 



◦To enter a Quick Order 
select the supplier then 
select the search type. 

◦Enter your items and 
quantities in the search 
box per the 
instructions. 

◦Click the Add to Order 
button. 



◦Your search results will be brought back and you 
can quickly add the items to your shopping cart by 
clicking the Add all items to Cart button. 



◦Packages are setup by Buyers to provide users with a 
pre-populated list of items. 

◦Sometimes the lists are non-editable and must be 
purchased together, others are a list of preferred 
choices and the user may select the best option(s) 
from the list. 

◦Not all entities use the packages feature. 



◦In this example, there is a shredder package setup 
by the Buyer. 

◦Clicking on the Package name will show the contents 
of the package, allowing the user to pick items to 
add to their cart (if allowed). 

◦Clicking on the Cart Icon will add all items to the 
user’s shopping cart. 



◦After clicking on the package name, the package 
items are shown. 

◦In this example the user has the ability to add any or 
all of the items to their shopping cart. 



 A saved cart can be used several ways 
◦ As a way to store frequently purchased items to 

reduce the total shopping time 

◦ As a way to save a cart when you do not have the 
time/information to complete the checkout process 

◦ As a way to share a cart with a co-worker 

◦ Edison cart sharing is only available between users 
with valid email addresses. Verify your email 
address in Edison by following the navigation 
below: 

 



To get to your saved carts, you can use the Order 
Type menu -> Saved Carts, or by using the Shopping 
Cart Menu. 

 



Below is an example of what your shopping cart list will 
look like.   



Here are actions you can take from the Saved Cart List: 

 

◦  Click on the Cart name to see it’s contents 

◦  Click on the Cart Icon to add items to the current Cart 

◦  Click on the Person Icon to share the cart 

◦  Click on the Pencil Icon to edit the cart 

◦  Click on the X Icon to delete the cart 



◦While viewing the cart, you can see its contents, as 
well as perform all the add, edit, delete, and share 
functions. 



◦Sharing a cart is as simple as entering the person’s 
email address and clicking the Share button. 

 

**Remember, Edison cart sharing is only available  

between users with valid email addresses.  

Verify your email address in Edison by following the navigation below: 

 



◦The Last Active Cart is 
simply the last cart that you 
successfully checked out 
with.  If you order the same 
items over and over, then 
the Last Active Cart is the 
quickest way to repeat your 
purchase with no additional 
work.  



The End 


